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                                    MEMORANDUM 
 

 

To:       Mitch Hose 

       Director, Human Resources Division 

 

From:  Richard A. Kaplan 

       Director, Internal Audit Division 

 

Date:    April 21, 2010 

 

 

We have completed our follow-up review of the recommendations made 

in Frederick County Human Resources Division’s Process for Recruiting 

and Selecting Employees, Audit Report No. FCG#09-08, issued April 15, 

2009.  On December 23, 2009, the Director of Human Resources 

provided a written response which described the specific actions taken to 

address our recommendations (see attached).  We reviewed the policies 

and procedures implemented by the Human Resources Division (HR) 

and held discussions with HR staff.  We found that all recommendations 

made have been implemented and no further actions are needed. 

 

Recommendation (1):  HR Division implement a formal monitoring 

process that includes supervisory review and approval of each hiring 

action, and ensure that internal procedures are effectively communicated 

to and followed by staff. 

 

The HR Division implemented NEOGOV on January 4, 2010 which 

fully automated the recruitment and selection process as recommended.  

This process requires applicants to respond to supplemental questions set 

by HR and agreed to by the hiring manager.  The decision to reject or 

refer candidates to the hiring departments is done automatically based on 

the applicant’s responses.  NEOGOV also requires final authorization of 

benefitted recruitments by the HR Director, Deputy Director, or Benefits 

Administrator before any final action can be made by the hiring 

department. 
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Recommendation (2):  HR Division clarify its written policy to stop the practice of allowing 

applicants to submit additional materials after the position closing date. 

 

The HR Division revised the Recruitment section of its Policies and Procedures Manual in May 

2009 and applicants are no longer permitted to submit additional materials after the closing date. 

 

Recommendation (3): HR management specify the documentation that must be completed and 

included in the recruitment and selection files and review the files to ensure that they contain 

adequate documentation. 

 

The implementation of NEOGOV has eliminated the need for manual records since it 

automatically documents the steps in the entire process.  NEOGOV requires and documents 

approvals by HR and the hiring departments.  NEOGOV also clearly documents the rating 

system, which is established based on screening criteria set by HR and the hiring manager. 

Accordingly, the need for HR to review all files for adequate documentation has been eliminated. 

 

Recommendation (4): HR management periodically analyze the effectiveness of all advertising 

methods, and provide this information to hiring departments so they can utilize the most cost-

effective methods to generate the widest pool of qualified applicants. 

 

Advertising information is entered into NEOGOV which enables HR to better track advertising 

sources for job postings. 

 

Recommendation (5): HR management establish a process to rank best-qualified applicants for 

interview, which would limit the number of interviews to be conducted by the hiring 

departments.   

 

Applicants are ranked in NEOGOV based on their qualifications, test scores, etc., depending 

upon the preferences set by the hiring departments, who can choose to interview only the top 

ranked candidates. 

 

Recommendation (6):   HR Division administer all pre-interview skills testing or verify that any 

pre-interview skills testing conducted by the hiring departments is administered and scored 

properly to ensure equitable treatment of all applicants. 

 

HR now verifies that all testing, which is usually given by hiring departments, is administered in 

a fair and consistent manner.  The HR Director stated that the administration of skills testing has 

been limited due to the hiring freeze. 
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Recommendation (7):  HR management implement a policy requiring hiring departments to 

conduct reference checks verifying the employment history and education of the selected 

candidate, and to return the completed Selection Summary form to HR before the candidate is 

hired. 

 

HR implemented new procedures in May 2009 requiring hiring departments to verify an 

applicant’s education and certifications and conduct reference checks before HR authorizes them 

to make an offer for hire. 

 

Recommendation (8):  HR management adequately secure all applicant information.   

 

Hard copies of confidential applicant information are kept in locked file cabinets, with offices 

locked at night.  With the implementation of NEOGOV, only authorized users have access to 

online application information. 

 

Recommendation (9):  HR management should determine how the current PeopleSoft HRMS 

can replace manual records for tracking and managing the recruitment and selection process.  

Management should adequately train staff on the system, and establish a target date for its 

expanded use. 

 

The recruitment and selection process is fully automated under NEOGOV.  HR is continuing to 

train departments on NEOGOV as they need to post positions for hire. 

 

Recommendation (10):  HR Division continue to work with IIT to provide better access for 

online applicants, and consider the cost effectiveness and feasibility of implementing an 

integrated, automated recruitment and selection process. 

 

The HR Division’s implementation of NEOGOV fully automated the recruitment and selection 

process.   

 

Recommendation (11):  HR management use its employee data to conduct workforce planning 

analyses.  This information should be used to assist the Budget Office, the Board of County 

Commissioners, and hiring departments with projecting future staffing needs and developing 

strategies to ensure that County staffing levels will be adequate to meet future County service 

needs. 

 

The HR Director, as part of the FY 11 budget process, has met with the Division Directors who 

are assessing their current and future staffing needs. 
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If you need further information regarding this follow-up, please contact Richard Kaplan, 

Director, Internal Audit at 301-600-1675. 

 

 

 

 

Interagency Internal Audit Authority 

 

Attachment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 



 

 
 



 
 

 

 

 

 




